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It is that time of the year where we usher out January 2012
the old and bring in the new. A time where we
become resolute in things we want for our-
selves in the new year. Many times we begin Resolutions 1-2
the year with a fervent desire and intent to Message From The
change some aspect of our lives and as the President

¥<, months go on, that fervent desire often wa-
' vers, weakens or completely falls short of its

Inside this issue:

Division News

goal. Here are the top 10 New Year Resolu- Parliamentary Picks 4
tions from About.com. How many of these B .
yLaws & Standing
have you resolved for 2012? Rules Update 4
Division Ways & 5
1. Spend more time with family & friends 2. Fit in fitness 3. Tame the Means
bulge Certification 5

4. Quit Smoking 5. Enjoy life more 6. Quit drinking 7. Get out of debt

8. Learn something new 9. Help others 10. Get organized As you pon-
der over what your New Years resolution will be, take a look at what 2011-2012 DOE
some of your fellow IAAP members would like to see for 2012.

Up Close and Personal 5

Chapter Chat

~ Shirley Fuller, CAP-OM (VA-WYV Division President):In reflecting on

. . . . 2011 Winter Seminar 7
what I envision for a New Year's resolution, the following came to

A WHOVILLE

mind. Elements should consist of something I am emotionally in- Christmas 7
vested in, manageable and attainable. I certainly have not been Roanoke Chapter’s
entirely successful in past resolutions and just tend not to bother. 60th Anniversary 8
So this year's resolution will be to spend more time with my family Old Town Alexandria’s
and friends. Here's wishing you a wonderful Holiday Season and a Holiday Social 8
blessed and safe New Year.
Deadline Distress 9
~ Beth Hoss, CAP-OM (VA-WV Division Secretary): Focus on my Asking for Training
health and personal finance, embrace my mistakes as opportuni- When Money is Tight 10
ties for lessons learned, learn more about IAAP, be open to all so I Inspiring Others 10

can learn and service the members the best that I can.
Save the'Date 11-12
~ Amber Cary (VA-WV Division Treasurer): 1. Get organized, 2. recon-
nect with old friends/nurture newer friendships, 3. learn a new Just for,Fun 13
skill/try something new each month, 4. exercise and find the

skinny me trapped inside the current me, 5. enjoy every day! i ihkn s ol 3

~ Judy Pazerski, CAP-OM (VA-WV Division Parliamentary Advisor):1
will talk a little less and listen a little more. I will walk for 30 min-
utes at least four times a week.

~ Becky West (Colonial Chapter President):Personal: To achieve CAP
certification. Chapter: To grow and to achieve COE. Division: To
achieve DOE and to reach out to the entire region and spread the
word [AAP!!
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Resolutions (conét)

Judy Miller, CAP (Bylaws & Standing Rules Chair): My goal is to have all chapter bylaws
in the VA-WV Division in compliance with the VA-WV Division and International Bylaws
and Standing Rules by Annual Meeting, 2012.

Annette Dickey, CAP-OM (Certification Chair) :I made a personal one early last month and
that was to start taking better care of myself as far as my health. I have already seen re-
sults so it is paying off. Professionally, I am going to be more active in my chapter and the
benefits will carry over to the division. 2011 was not a good year for me, 2012 will be better!

Teresa Henderson, CAP-OM (PPAC): Personal: To be at my goal weight by AM2012! Those
last 40 lbs WILL be gone! Chapter/Division: To have a very successful and enjoyable An-
nual Meeting in Lynchburg, VA June 29-30!!

René Jarrett (President, Northern Virginia Chapter): New Year 6s resol ut i
during the days of Julius Caesar and before the birth of Christ (B.C.). Throughout the years
there were probably trillions of people who made spoken or written declarations to change a
previous behavior.

I no I onger make New Yearo6s resolutions. The
of setting personal goals and sometimes not having the discipline or self-control to achieve
them, or perhaps not realizing the benefits of accomplished resolutions. I do believe that as
I get older, I should set higher standards because of the significant amount of wisdom I
have gained throughout the years. This wisdom lets me know that I have gifts and talents
that no one can take from me.

One of the definitions of a resolution is to make a decision and another is to be determined.
I made a decision that as long as I am physically able, I will use my gifts and talents to en-
courage someone through a word, deed, or song. [ am also determined not to pass judg-
ment on others whose ways of life are different, but to understand that variety is what
makes the world exciting.
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Message From The VA-WV Division President

~ Shirley Fuller, CAP-OM

This is always a hopeful time, as many challenges and opportuni-
we celebrate the end of one year tiesii opportunities that include
and the beginning of another. mentoring, networking, succession
Wel | , itds hard t plaiming, ared\aecounthkdlity. @od-
are mid-way through the 2011- laboration and synergizing our re-
2012 Making the Leap to Re- sources will only improve our or-
markable year, so this is proba- ganization. Bottom line: we need
bly a good time to reflect on the each other!  There have been
past few months and look ahead countless stories told in the past
to the future. It seems like the about a simple phone call being
time has gone so quickly and made from one IAAP member to
here it is January already. Hav- another and finding an answer to
ing some down time during the the problem they were facing. I en-
holidays has helped me reflect courage all of us to either offer
on my own priorities and how to your expertise or tap into the ex-
fulfill them. Understanding is pertise throughout IAAP. This is
the first step, but taking meas- in essence what our organization
ures to act on them is sometimes is all about.

where the struggle is. In many

ways time is more valuable than

money. Youéd! | a | wHeyage hopefu) that byighter days
money, but once time has been OUr challenges are great, each of
spent itoés gone f ous &y have thereugageand de-
think of time in this realm, and termination to rise up and meet
your actions as investments, it them. ~Letos face [hes
changes the way you proceed With determined and renewed op-

with every day decisions. timism to capitalize on the many
opportunities we have to improve

ourselves. We owe those we serve
o | c.anot We are lving ‘n an era of con- nothing less then our best efforts.
stant change and uncertain eco-

nomics, The US economy is still

can adjust my sails to struggling to work its way out of The VA-W Division Executive .
always-reach my one of the worst recessions in Board of D1recto_rs truly appreci-
historyfi much worse than most ates your commitment and sup-
of us ever imagined. The current Port. We wish you and your fami-
~ Jimmy Dean economic and financial situation 1i€s a safe and prosperous New
has impacted us all; we must Year in 2012.

continue to look for ways to
maintain and improve our levels
of service to thrive and strive
during difficult times. IAAP
chapters throughout share the
same challenges we are facing,
International Association of and we have much work ahead

FAiie sCRE S Exalossluayiat of us as we step into a time of
Virginia-West Virginia Division

direction of the wind, but'l

destinatio

Shirley
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Parliamentary Picks ~ Judy Pazerski, CAP-OM

In order for parliamentary procedure to be effective, it is the responsibility of the membership
of an organization to become familiar with frequently used terms that will aid in conducting
successful and efficient business meetings. Some of the most common are noted below:

Adjourn - to end a meeting.

Amend - changing a main motion by striking out, inserting, adding to, or substituting.
Chair-t he presiding officer; daddressing the <chai
man.

Debate - the parliamentary name given to the discussion of a motion.

Division of the House - voting by standing and counting.

Ex Officio - by virtue of the office. A member of the committee by virtue of being president may
vote unless specified otherwise in bylaws.

Floor - the privilege of speaking before the assembly.

Majority - one more than half of the number voting. If 10 ballots are counted, six would be a
majority.

Minutes - official record of business transacted in a meeting.

Motion - a formal proposal for action by the group.

Question - the item of business before the assembly for vote.

Quorum - the number or proportion of members required to be present for business to be
transacted.

Resolution - a form of main motion which may or may not have a preamble describing the rea-
sons for the proposal.

Second - motions are seconded by a member of the assembly; an action which indicates inter-
est of at least a second member in bringing the question before the group.

Table-a motion oO0to tabled allows the assembly to p
Viva Voce - (vi-va-vo-ce) by word of mouth, spoken, oral.

Take time to familiarize yourself with some of these basics terms of parliamentary procedure.
It will be advantageous to you not only as an IAAP member but also as an administrative pro-
fessional in the workplace.

ByLaws & Standing Rules Update~ Judy Miller, CAP

The Bylaws, Standing Rules and Procedures approved by the VA-WV Division, IAAP in June,
2011 were forwarded to the International Committee and we were given a review date of Octo-
ber, 2011. Copies of the completed Bylaws & Standing Rules were transmitted by e-mail to
division officers, chapter presidents and committee members shortly thereafter. Anyone wish-
ing to have a copy transmitted to them personally may contact me at Jem.cps.cpcm@juno.com.

Several chapters have forwarded a copy of their bylaws to the Bylaws & Standing Rules Com-
mittee for review and this should be completed by the end of this year.

Thanks to all for your prayers during my recent eye surgeries; please continue to pray that my
right eye will remain healthy.

0)
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Division Ways & Means -~ JoAnn Panuska

Just think, half a year has passed already! The Division Ways & Means Com-
mittee needs your help. Invite us to your seminars so we can try to meet the
Di vi si on 0 Dubwartkgard always changing 0 you might just find that
perfect top or accessory that will jazz up your outfit. Also, the 50/50 is a win-
win for somebody & it could be you! Currently the pot is at $165 & that means
$82 for the winner which would really help to cover your Annual Meeting ex-
penses. See a VA-WV board member for your tickets 0 just $5.00 a stretch.

Certification ~ Annette Dickey, CAP-OM

As Chair of the Certification Committee, congratulations to those who received positive exam results

in December. Didndt receive the results you were ho

worth the time and effort! The change to the rating system has finally taken place so everyone
should be using the new designations. Just a reminder, Chapter Certification Committee Chairs,
please make sure you are a member of the e-group on the IAAP International website. If you have
any questions regarding certification, please feel free to contact me or other members of this com-
mittee, Kathy Ely (kathyely@comecast.net) or Frances Chandler (chandler frances@bah.com).

Up Close & Personal
Getting to Know Your 2011- 2012 Division Board

Amber Cary - Treasurer

Birthday: March 12th
Where you were born: Richmond, VA
City you live in: Chesterfield, VA
Anything about family: [ am the middle child in my family, stuck be-
tween two brothers, Allen and William. I joined IAAP because of my mom,
Juanita Wolfe-Cersley, and she and I are very close. I have 3 neph-
ews, Robbie (who is a member of the United States Air Force and is cur-
rently stationed in Korea), Timothy, and Allen, and two nieces, Bekah and
Kara, and I'm a great-aunt to Haylee, Carlee, twins Jakob and Lu-
kas, Gabriel, and Sarah. I have a cat named Elvis, who shakes his tail like the King of Rock
and Roll used to dance, and currently I share a house with a long haired Chihuahua named
Buffy who rules the roost and a Sheltie/Collie mix named Foxy.
d Works for: Chesterfield County Department of Utilities
d Hobbies/Interests: Reading, cooking, writing, horses/horseback riding, learning to play
guitar. [ have a second life as the "guitar tech/road crew" for a guitar player who plays in
a Christian rock band, Soon to Change, and a Rolling Stones cover band, Mother's Little
Helpers. I'm also a big fan of Habitat for Humanity, animal rescue, and issues military fami-
lies face.
d Favorite Quote: It's a prayer rather than a quote: God, grant me the serenity to accept the
things I cannot change, the courage to change the things I can, and the wisdom to know the
difference.
Favorite Movie: (only one? no way!) Forest Gump, Lady and the Tramp, My Friend Flicka
Member of IAAP since: 2003
Pet Peeves: poor customer service, not doing what you promise to do, being late.
What you want to be remembered for: being a great friend, a positive role model, a strong
leader, and making a difference.

Q.0 Q Q
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CRITERIA

%

Division submits Chapter Education/Training Evaluation form to IAAP
Headquarters Membership Department

a. Division submits division budget and annual division financial re-
view/audit report to the International Treasurer by December 31.

b. Division submits Chapter Financial Evaluation form to IAAP Headquar-
ters Membership Department by January 15.

Date
Due

Date
Completed

Division submits completed Chapter Membership Drive Evaluation form to
[AAP Headquarters Membership Department by June 15

6/15/12

Division submits completed Chapter New Member Orientation Evaluation
form to IAAP Headquarters Membership Department by June 30

6/30/12

a . Di vision develops and updates the

submits business plan to International President-Elect by April 30.

4/30/12

-]
(@)
1)

b. Division submits completed Chapter Business Plan Evaluation form to
[AAP Headquarters Membership Department by May 15.

5/15/12

Division submits a completed Division Annual Meeting Credentials Verifi-
cation form to IAAP Headquarters Membership Department by June 30.

6/30/12

Division sends a delegate or submits a proxy to the International Educa-
tion Forum and Annual Meeting held in the current IAAP fiscal year.

As of June 30 of the current | AAP fis
chapters qualify for Chapter of Excellence and at least 7% of the division
members qualify for Member of Excellence

A/O 1 Jul 2011: # of chapter: 19; 20% =4

A/O 1 Jul 2011: # of members: 792; 7% =56

6/30/12

year ,

This year, with YOUR help, we will make that Leap to Remarkable and attain the Division of

Excellence!

Excellence which build Divisions of Excellence.

It all starts with the individual member. Members of Excellence build Chapters of

~ Note: Criteria #2b will be submitted to International no later than January 15, 2012
Shirley Fuller, CAP-OM, Pathways to Excellence Chair (shirley.fullen@lynchburgva.gov)

at
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2011 Winter Seminar
Rebecca West, CAC

On November 12th, a Winter Seminar was held in McLean Virginia, co-
hosted by the Booz Allen Hamilton and Old Town Alexandria chapters. The
seminar kicked off with networking and light breakfast fare. That breakfast
was needed as we started right on time, kicking off with Windows Office
2010 updates, tips, shortcuts and hints. What a wealth of information! In-
viting questions and input from the attendees, we came up with real solu-
tions for real problems.| sat there thinking o0this
a b o u tWe &ere so engaged with the topic that we ran right into a working
lunch. Our lunch was followed by Social Media. Who knew there were so

many sites out there? | didnoét! Again, the real ques

tendees were discussed and debated and solutions were found and suggested. After 11 pages of
relevant notes, the seminar closed with a motivational comedian. To be able to laugh at our-
selves and not take life so seriously was a relief. I came away from this event feeling SO glad I
braved the awful DC area traffic. | made new friends and new contacts and gained real informa-
tion that I have already put to use in my job and personal life as I strive to be a better adminis-
trative professional and leader. It is events like this that help me achieve this goal and I wish to
wholeheartedly thank the BAH and OTA chaptersf or putting this awesome
do it again next year!

A WHOVILLE Christmas
Rebecca West, CAC

The Colonial Chapter celebrated a WHOVILLE Christmas at the home of Vice President Ann
Repeta. We played games (yes, reindeer games) like pin the antlers on Max and Bingo, we drew
a ticket for a Grinchmeister who received a special gift, ate a wonderful buffet lunch, enjoyed a
small gift exchange and then had a cookie swap. Oh what fun! . It all go
t he number of members in a chapter that count s,
chapter that counts!!




Page 8 e

Roanoke Chapterods 60th Anniversar

A funny skit from Carol Burnett's Mrs. ah-Wiggens & Mr. Tudball was performed, and a white
elephant auction was held where we raised $190 for Manna Ministries to feed the homeless.
Helene Ferguson, CAP was a great auctioneer as well as Mr. Tudball.

Old Town Al exandriads Holiday

With guests from DE-MD-DC Division and three members of the Blue Crab chapter, a fun time
was had by alllOTAC also donated to ALIVE! an Alexandria, VA based food pantry.
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Deadline Distress
Beth Hoss, CAP-OM

It makes no difference on the subject matter or

whether you are the owner or the delegate,

deadlines are a well-known source of
anxiety and stress. The word

0deadline6 dates b

can Civil War prison system, when

guards would shoot a prisoner if he
crossed a certain boundary. Since
then, the word has become synony-
mous with a time in which a task
must be accomplished. Ironically,
even in these modern times, it some-
times feels like our deadlines are not
met that we will face the same fate as

those during the Civil War...figuratively of o

course. Here are some important tips to keep in

mind when dealing with the dynamics of dead-
lines.

o Understand and respect that another per-
sonds de a-sbrken enanagen supervi-
sor) is likely dependent on you meeting
yours. Caring abut your deadlines is the
first step. It is important to be serious about
meeting them and making them a priority. )

o Know exactly what is expected from you.
Cloudy communication is
your deadline might not be met. Know what
your responsibility is, what is required, what
the expected outcome is and have a crystal
clear understanding about when the start /
complete dates are. If you have multiple
deadlines to keep, write them down or post
on your calendar as a reminder of what is o
upcoming and due.
task two days before the due date when you
have known about it for weeks. Keep your
goals realistic.

o Do you have the right tools for the job? Look
around your work area. Do you have the
right equipment, space and resources avail-
able to get the job done right and on time?

o Time management plays a key role. For lar-
ger projects, break it down into smaller
pieces and allot ti me f
and tackle an entire project at one time and
try not to hop around from one thing to the
next. Stick with the section you are working
on until you come to a comfortable ending

point. This will alleviate guess work when
you review what you have started.
Eliminate outside distractions.

Checking your email every five min-
Ates personal phone calls and even
that chatty co-worker in the next
cubicle can take valuable time and
i focus away from your project. Priori-
tize your day and set time aside for
0l ess importanto
personal reminders and appoint-
ments on your e-calendar. Take
advantage of the technology at hand
to help lighten your load.

Be concerned, not stressed. Stress is not
healthy and only creates panic. You are
more likely to make a careless mistake
when stressed and not taking the time to
think things through. Remember, you only
get one chance to make a first impression.
How does it reflect on you and the quality of
your work to submit a less-than acceptable
job?

Do not over commit. It does not do you or
the project any good when you overextend
a spveack yburdelf @ thin.t beartn how to
politely say no to sideways delegation from
your peers. You can defend your decision
by adding something 1|
is urgent for you, but I have other priorities
which I must deal with first for the good of
the business. 0

Ask for help. If you feel you are unable to

Do n 0 tmake &lie tdeadline, it it @adt tunp@fessional

to ask for help. It is unprofessional to let
people count on you for an end result you
know you candot del.
tion plays a vital role. You can even ask for
an extension, but be sure to communicate
early with the customerfi no surprises.

In general, when dealing with deadlines, it is
important to have clear communication and
understanding about the task and/or team,
prioritieeq establish reapistic goddnamd dckniowl-y
edge that you are only human. Asking for help,
learning from mistakes and knowing your lim-
its are key in enhancing your personal and pro-
fessional process improvement.

da

ver .

K
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Asking for Training When Money is Tight

Many employees feel uncomfortable identify cost-cutting measures within the com-
asking for training, even in the best of times. pany that will offset the cost of your tuition, or
How can they do it in the midst of a deep re- duplicate the value of what you learn by shar-
cession? Remember that training can take ing your new knowledge with other people in

the company through regular brown-bag train-
ing sessions. The bottom line is to
emphasize that you believe your

~~ training will make you more produc-

t etive, plgmately bringing additional

many forms, from signing up for

an entire MBA degree to job-
shadowing a co-worker to learn

how she handles a specific proc-
ess. I f youdre t el

v

»}mﬁ

[ .
additional training, think crea- Mgﬂ ) —Income to t}'le company.
tively about how you can boost —— &&4’» l't6s wise to ask in
your skill set in the most cost- \ your manager WOUIQ like to see you
effective way. Come up with a y develop your expertise. Listen care-
list of at least five possibilities, fully about the skills your boss is
with a range of costs, in order to | ooking to add to her
give your employer some options. Next, box. Then, as you evaluate training
schedule a meeting with your boss to talk programs, aim to incorporate your employer's
about your hopes and i de &@eeds with yourowrgaareer trajinggeals.
you want to work toward, be sensitive to the Keep in mind, too, that training is viewed
current economic challenges and present your ~ With respect by almost everyone. Although you
request one class or two at a time. Talk spe- may not receive immediate approval for your
cifically about how each class will help you request, your boss will remember that you want
improve your performance. If you need facts to improve yourself, and when the purse strings
about the results you'll achieve, interview the do loosen again, you may be near the front of
class instructor for details. For even more the line for a payout.
ammunition speak with former students
about the payoffs they've already realized. ~Jamie Eckle o0Career Watchg Co
If funding is super tight, offer to split Computerworld, Inc.
the cost of the course. Other strategies are to
Inspiring Others
In what ways do you inspire others? How do you go out of your way to make others feel good?
Do you think of creative ways to involve people at work? I believe that every person has the po-
tential to inspire another. Itéds a matter of wantin
wanting to help peopl e. I believe that more adul ts

They are afraid that other adults will laugh at them or think them silly. Adults often talk about
teenagers having to be alike and follow the crowd, yet I see adults doing the same thing. This
week, see how you can inspire others. A few ideas are:

Compliment a peer on a job well done.

Give your boss a card for no reason.

Send an inspirational quote or phrase to someone who needs encouragement.

Ask a colleague to show you how they do something well.

Do something nice for a stranger.

Have a good attitude all day. Itis contagious.

Give a co-worker a great book.

Do something from your heart.

~ Joyce Burge, Office Dynamics
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A BYA
4th Annual Meeting for VA-WYV Division IAAP
Holiday Inn Downtown
Lynchburg, Virginia

June 291 30, 2012
The Lynchburg Chapter IAAP welcomes you to

the City of Seven Hills

What youoll find at the Divi

« Great Speakers 0 recertification points will be offered

« Great Pricing

o Great Hotel

« Great Networking d connect with other administrative professionals
o Great Entertainment

« Great Community Service opportunity d To be announced

Contact: Yvonne Younger, CAP-OM (yvonne.younger@centrahealth.com)
Or
Teresa Henderson, CAP-OM (teresa.henderson@centrahealth.com)
For further details

SAVE THE DATE!

Colonial Chapter ~ Administrative Professionals Week Seminar
Saturday, April 28,2012 9:30 am to 4:00 pm
James City County/Williamsburg Community Center

5301 Longhill Road

Local Celebrity and National Speaker Smokie Sizemore will present Smart Women are
Administrative Professionals . An organizational workshop and luncheon fashion show
will also be featured. Stay tuned for more information and make plans today to attend this

awesome event!
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The Ol d Dominion Chapter
[IAAP 2012 Administrative Professionals Week (APW) Seminar
Thursday, April 26, 2012
Westwood Club, 6200 West Club Lane, Richmond, Virginia
8 a.m. to 4 p.m. Registration begins at 7:30 a.m.

The theme is oUsing Your V
Boss! o J. Kyle Howard wil/
Visit J. Kyle Howard at
www.define-your-purpose-in-life.com and
http://jkylehowardinsightsjournal.com

For additional information, contact
barbara.a.williams@waltria.com 804.484.8653 (work), or 804.591.6200
(cell).

In addition, go to www.iaap-olddominion.org, click on http://www.iaap-
olddominion.org/forms.htm to view the 2012 APW brochure and
registration form.

5 Recertification Points Pending

(@]

ol
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President
Shirley Fuller, CAP-OM
shirley.fuller@lynchburgva.gov

Please email your stories, corrections,
suggestions, announcements or
upcoming events to: TopsailO3@cox.net

Submissions for the March issue due Pres;dew
by 02/17/12 acant

Secretary
Beth Hoss, CAP-OM

TopsailO3@cox.net

Treasurer
Amber Cary
carya@chesterfield.gov

Parliamentary Advisor
Judy Pazerski, CAP-OM

Virginia-West Virginia Division arizona2go2000@yahoo.com

Just For Fun

Disappearing Illusions
In the following Hermann grid illusion
the gray spots appear at the intersec-

There is nothing moving below. (© Akiyoshi Kitaoka: Used with permission.)
tion because of the inhibitory re-
sponse which occurs as a result of

.“ . . ‘.. ' . “.‘ ‘ . the increased dark surround. Take a
Vs (| Qeesd ) V200 ) |[Fatutinatelim
..." . “.' ' . .‘.. In fact, there is nothing.
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“ Ooops!...”

** Apologizes to the Old Town Alexandria Chapter for a title misspelling in the initial
release of the November issue. A subsequent correction was made and online copies
were updated.




